
 

Are all expense lines showing? 

1. Is an agenda attached? 
2. Is there a receipt for an expense over 

$25.00? 
3. Is there a lodging receipt attached? 
4. Are you in View mode or Create & Modify? 
5. Did the supervisor review and approve the 

electronic version? 
 

Employee signature & date : Jennifer B. Caravella  3.17.15 

Supervisor signature & date: Joni Mathews  3.20.15 

Supervisor Travel Voucher Tip Sheet 

Hdqtrs: Madison 
Attended 2 day State DMA HR Meeting @ 
Milw 
Dept Madison 3/17/15 @ 7AM 
Rtn Madison 3/18/16 @5:15PM 
Meals 3/17 L$10 D$20 3/18 B$8 L$10 

 


